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1 - Number in Clerical 
week of 2-6 October 1961, 
Induction Training; of these 
time. 


Induction Training : During the 
there were 91 trainees in Clerical 
36 entered classes for the first 


1 in Clerical Orientation Training ; During the 
weev of 2 - b October 1961, there were 27 trainees in Clerical 
Orientation Training. 


Clerlc;i SEar on :° fflClal l83tlnS JMal ° tered ln 

(a) The results of the tests administered to the entrance- 
on-duty employees for the week of 2 - 6 October were as 
i ollows : 


Typewriting 

Shorthand 


Tested 

37 

13 


Passed 

11 

6 


(b) The results of the tests administered to clerical 
applicants for the week of 2 - 6 October were as follows; 


Typewriting 

Shorthand 


Tested 

17 

8 


Passed 

3 

2 


6 g T-; r | Cal , Refresher Tra l **gg. ^gram 112 Completed on 

2, October 1961; In this Refresher Training Program, students 
were enrolled from the following Agency components: DDI, 1- 
DDS, o; DDP, 19. The total number of students was 28. Two 
members of the Intermediate Shorthand Dictation class and three 
members of the Typing Techniques Review class met the require- 
ments of the Agency Clerical Skills Qualification Tests during 
this program. ° 


Approved For Release 2001/03/3 0 {jfcj0Rfe l T7 8-O62O5AOOO2OO0 10003-4 


Approved For Release* 2001/03/30 : ClW 


-06205^00020001 0003-4 


Weekly Activities Report, No. 3 6 
4-10 October 1961 



The Chief of Clerical Placement. 

3 1 _ ... * 


X I # 


oTStr^^T reCiati °? f ° r the brief in^gS^o entrance- 
on-duty clerical personnel by of the Clerical Training 9*3X1 AQa 

Faculty. In addition to explaffi^the new employees the test- 25X1 A9a 
ing procedures , the skill requirements, and the Clerical Induction 

takp ni +? pr ° gr ®“ in which the y wil1 a H participate, 25X1 A9a 

takes time to identify potential "problem" personnel, ^^fflffousch- 

ness and fairness with which she analyzes and deals with personnel 
who promise to create "problems" has helped not only our o™ 

a triinL status® they meet these individuals in 

h . u i states that this immediate 9*3X1 AQa 

handiing of possible sources of personnel difficulty is of in- 25X1 A9a 

S ! laTsSeet? Se ° tl0nS ° f ^ ° mee ° f Pers ° mel lo“t« 
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